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APPLICATION FOR RECORDS RETENTION SCHEDULE Dg;;;?rﬁdggmg SECRETARY OF STATE

e - . o ' RECOADS MANAGEMENT DIVISION

INSTRUCTiONS See Pubhcat;on No 76—~°M-1 for mstrucuons on eornpietmg t‘ns form. Forward signed originai to

Department of Archives and History, Records Management Bivision, 330 Capitol Avenue Atlanta, Georgia, 30334
Attention: Schadul:ng Sec‘non
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FOR AGENCYUSE 11, Agenc,r Addrass FOR RECORES ”M,AQAGEMENT USE

Agpiication Date Department of Education Application Numbar

11-7-79 Office of Administrative Services
e e e Facilities Section 7q 2-‘ ‘ q
Appiication Nurnber

- Room 101, Education Annex a‘&;a";ﬁwﬁgm D;;’ Completed
I 156 I‘r_i:ntij:y,fAve SW Atlanta GA l oV 18 197

P R S LS 1979
2. P!fsontoconﬂct Workmg T'tle Tolephona Number
Gerald D. Bowen_ . Education Staff Specialist 656-2454
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3. Action Requested N T T T L s St ‘ﬁ::":z‘:.‘-"‘-*—-—-—n-n—__, _—
3. @ Estabusn Retantion Schadule; record will continue to accumulate.
b. [ Dispose of present accumulation; no further accumulation anticipated

¢. O Amend ApplicationNo, . _ _ Check One; O Change; ‘O Superceda; O Void _

4. Dates of Serias 5. Records Saries Title {faﬂow by title used in office; if different)
Earliest Latest

1979 l To Date SCHOOL FACILITIES SPACE INVENTORY INPUT FILES

i v ——
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8. Division and Of'fwn Funcnon ) What is the functlon of the Dwasmn and the Office in vfh:i:h ‘{his record senes is c:rei'taé::i5’““_"“H

The Facilities Section works with local school systems to produce and
maintain adequate, attractive and safe public school physical facilities. The unit's
staff of architects and engineers approves plans for additions and new buildings,
1nspects ex1st1ng bulldlngs to insure that structures are safe and that space and

equipment are adequate and efficiently used, and conducts workshops and traming programs
throughout the state for local maintenance and custodial personnel.
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1. Reoord Soms Dmnpﬂon Thrs tile contams the fol!owmg documents (mclude form numbers and mles, if aﬁy}
Attach samples of the file.

~ Documents relating to:inventorying state public school facilities, as mandated by H.B.905.

included are: DE Form 0902, Spac'e File Inventory (OCR Computer Input) Form.

File is arranged: numerically by DP Batch No.; thereunder numerically by school systém number,

8. Monthly Referancs Rate ~ How often are records refarred to whichare:  + 77 7T omT oo

One to six months old o . —=; Saven to twalve months old o _ .; Thirteen to twenty-four manths old 0
twantv five months and older =8 .2 )

——— 1 g et &

9. Annusl Rate of Accumuiation af Ria:irds ST T TN mTITIami e el S ke e -
Lettersizedrawars . . ) Legalsizedrawers ___ . Shelves .; Other (specify) .3 boxes

after initial load.
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YEs | NO_| 10. Questionnaire __ {Piaca an "X in the propa co[umn) o e
X a. ls this the off:cral copy of the saries? ‘
-.Hnot.wherg isit?. = S _ _ . e — o
% b Does the series contain confidential information requiring security handlmg? [f \Jes. cite Iaw or regulatlon
X | e lathisaviwal recordz_ . _ -

X | d. Does this saries have historical or long term research valua? _ L
¢. When one or two documents in the file make it necessary to keep the entire fﬂe for a Iong per:od couid these
. documents be scheduled senaratelv? _ , L
s the information contained in_this series ever oubluhed? |$ ves, anach cony.,  ____ .

N/A

2. f
9. !s the information contained in this series ever aralyzsd and/or recorded ina surnmanzed report7
1X | ifves.attacheoov. . e

' h. Is thers a duplicstion of this serias in your offtce or in another offace or agencv?
X 1. If ves, where? In a computer file. o o =o: _._° - .
L& |_i._ Isthissaries for a mafor oortion of itl requlariv microfilmed? ..~ _
X 1__i._Does the record series result in a comouter orintout? -~

1. Rmntlon Roquiremant: The following reguires tha series to be kept

D S

[l

. .years. d. Audit periad - O . _years.
years, e. Administrative need — 3 _.___years.
Lyears. f. Federal retention instructions _ _ Q _ . _vears,

b. Statute of limitation
c. Federai law

olop

n

Attach copy or excert of laws or regulations. Expiain administrative necd.

These records are needed to be retained as computer back-up files for 3 yvears.
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12, Anptovcd D!spemton Inﬂmcﬁor. - This agency recommends that the file series be cut off

SR D Cale"adar Yesr: 3 Fiscal Year: K Other “AS soon as mformatlon . :
1s input into the computer, then

O Hold in the current files area _ - —mcnthis} = s - - _'year{s}; then

O Transfer to local holding area; hold . _year(s) then - - N
Kl Transfer to State Records Center; hold _.__3_, _year(s); then
¥ Destray. .
O Transfer to Stats Archives for permanent retentson
U Otha' {Specity)

Thess instructions apply to all prior and future accumulations of the series.

Dega« , ;/ [é‘fgna_tyrg.j ;771 ___,-‘,, l Reoofds Mat‘agsment Ol'f:cer (S gnature; _ k _ Date “ R

- . —e o e Staie Records Committee (Signawure) Dare
graph 12 are spproved. State Auditor/Dscing -1 {/ 1

(It diszpproved, attach letter [~ i 2 Rty
Meot— 11979

of expianation.) | Seelaby’of State/Designes l

AT _ P
- - | Attorney General/Des ignee ,l/ M _
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